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Housekeeping Online Webinar Series 
 
1. Annual Training For Renewing 

Sponsors 
 

2. Completing your Renewal 
Application 
 

3. Civil Rights Compliance 
 
 

4. Policy Memo Updates 
 
5.   Others? 

 

Presentations will also 
be available in PDF 
format! 



Training Overview:  
Participant Eligibility 

Meal Service Requirements 
Including the Meal Pattern and 

Menu Recordkeeping 

Training and Monitoring 
Requirements 

Recordkeeping 
Requirements 

Program Expenses and 
Procurement 



SFSP WEBSITE 

STAR=On 
the SFSP 
Website 

http://education.ky.gov/Pages/default.aspx


SFSP  2014 Guides! 

Under “Guidance” in 
Resource Section of SCN 

SFSP Website 

http://education.ky.gov/federal/SCN/Pages/Summer-Food-Service-Program-(SFSP).aspx
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Participant Eligibility 

1.AGE 
 
Children 18 years and 
under. 
 
 
A person 19 or over 
who has a mental or 
physical disability and 
participates in a school 
program 



2. Income Eligible Income Applications 
 -Applications must be kept on 

each camp session 
 

-Reimbursement only for those 
meals served to participants 

who qualify for free or reduced 
priced meals. 

 
-Income Applications are 

available on the SFSP website 
 

OR 
 

-If other sources of income 
eligibility are available, and SCN 
reviewers are able to review the 
information, this will satisfy the 
income application requirement 
for residential Upward Bound 

programs. 
 
 

* No matter what the 
documentation source, please 
compare income listed to the 

current  USDA Income Eligibility 
Guidelines  for accurate SFSP 

eligibility  





Income applications must be 
updated every twelve months. 
Current year applications are 

located on our website 

Current Year Income Eligibility 
Guidelines must be used.  

http://education.ky.gov/federal/SCN/Pages/SFSP Forms and Other Resources.aspx
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Camp Programs May Serve Any 
Combination of Three Meal 
Services! 



SFSP Meal Pattern 

http://education.ky.gov/federal/SCN/Pages/Summer-Food-Service-Program-(SFSP).aspx


Breakfast 

3 Components Required 

 

1. Fluid Milk (1% or Skim) 
 
2. Fruit, Vegetable or 100% 
juice.   
 
3. Grains/Breads 
 
 A Meat/Meat Alternate is not 
required but can be a nice addition! 

  



Lunch/Supper 

5 Items required 

1. Fluid Milk (1% or Skim) 
 
2. Fruit and/or Vegetable 
 
3. Fruit and/or Vegetable 
 
4. Grains/Bread 
 
5. Meat/Meat Alternate 



Snack 

2 Components Required 

Fluid Milk (1% or Skim) and/or 
 
Vegetable/Fruit: (Juice must not be served when milk 
is the only other component)  and/or 
 
Bread/Grain Item and/or 
 
Meat/Meat Alternate 

  



OFFER VS. SERVE 

Optional for All Sponsors 

Breakfast: Sponsor Prepares 
Required Components plus 
one more. Participant may 
decline one item. 

Lunch and Supper: 
Sponsor Prepares 
Required Components. 
Participant may decline 
two items.  



Other Meal Service Requirements: 

Serve the same meal to all  
of the participants 

A sharing table may be 
designated for whole items 
that children choose not to 

eat, as long as the practice is 
in compliance with local and 

State health and safety codes. 

All participants eat meals “on-site.” HOWEVER, One whole 
fruit, vegetable, or grain item  that is not eaten may be 

taken off site by the participant if the sponsor chooses to 
include this practice and has the supervision to ensure 

proper compliance. 



Let the State Agency know about Field Trips!    

-Establishing Meal 
Times (No time 

restrictions) 
 
 
 -If meals are 

delivered, theys can 
be delivered no more 

than 1 hour before the 
beginning of the meal 

service. 
 

-If meals are not prepared on 
site, proper facilities must exist 

on-site for storing the food! 
(Remember Food Safety!) 



 
Menu 
Record 
Planner 

 
 



7CFR 225.16 (d) 

Meals Must Meet Meal 
Pattern Requirements and 

Sufficient Quantities of 
Each Component Must be 

Served for meals to be 
Reimbursable.  



Fill out each 
component item 

completely 
 
 

List the appropriate 
portion size or 

amount if a CN label 
product 

 
 

Document number of 
total portions 

prepared 
 
 

One planner per day, 
per food prep facility 

for Self-Prep 
Facilities 





Sponsors who use Food Service 
Management Companies that are NOT 
School Food Authorities must send in 

complete menus, along with their 
contract, with their renewal application. 
Once the application is approved, this 

documentation is sufficient and no 
additional daily menu planner is 

required to meet the meal pattern 
documentation requirement.  
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Document Training on 
the Training Form 

provided to you by the 
State Agency (SFSP 

Website.) 

Ensure all Staff are trained on 
the specific requirements of their 

job or role in SFSP. All will be 
trained on Civil Rights. 

Remember to document 
WHO was trained, 

WHEN the training was 
conducted, and WHAT 
was covered during the 

training. 



Different Trainings may be 
conducted due to varying roles 
of hired or volunteer workers 

Keep Your Training 
Agenda and Signature 

Form available for review. 



Monitoring! 

The Role of the SFSP Monitor 
 

1. Conduct a Pre-Operational Visit for 
All New Sites (See SFSP Website for 

Preoperational Visit Form) 
 
 

 
2. Conduct a quick First Week Visit for All 
Sites (May Be Waived for  Returning Sites) 

(See SFSP Website for First Week Visit 
Form) 

 
 
 

3.Conduct an in-depth Monitor Review 
within FOUR WEEKS for all sites. (See SFSP 

Website for Monitor Form)  
 
 
 

http://education.ky.gov/federal/SCN/Pages/Summer-Food-Service-Program-(SFSP).aspx


Monitoring! 

Keep All Monitoring 
Documentation 

Available for Review  

Use your Monitoring 
Documentation to 
Improve Your Meal 

Service! 
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Daily 
Recordkeeping  
Requirements 

1. Menu Planner 
 
2. Daily Meal Count 
Sheets 

 
 



1.  Menu Planner 
Sponsors must keep records 

that provide adequate 
documentation that all meals 
claimed have met the meal 
pattern and were eligible for 
reimbursement. Each Food 

Preparation Facility must keep 
their own menu planner with 

total number of meals 
prepared by that facility.  

 

*Not Applicable to Vended 
Upward Bound Programs  

 

 



2. Daily Meal Count 
Sheet for Camp Programs 
with 100% Free Eligibility 

 

Must include: 
 
 

The number of meals delivered or 
prepared, by type 

 
 

Complete first meals served to children, by 
type 

 
 

Meals served to program adults, if any 
 
 

Meals served to non-program adults, if any 
 

 
 
 



2. Daily Meal Count 
Sheet for Camp Programs 

with Mixed Eligibility 
 

Must include: 
 
 

Names of all participants 
 

A predetermined, but  unobvious code  
that  indicates whether the participant is 

income eligible or not. 
 

The Date of the Meal Services 
 

Checkmarks to indicate whether or not the 
participant was served this meal 

 
Meals served to non-program adults, if any 

 
Meals served to program adults, if any 

 
 

*Sponsors may create these documents for 
use in an electronic spreadsheet 
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Program Cost Documentation 
 
 

All Sponsors are Required 
to Keep Documentation of 

Program Expenses to 
account for the receipt, 

obligation, and 
expenditure of all SFSP 

Funds 
 

[OMB Circular A-110, Section 
22 (i)] 

**Sponsors do not have to keep a 
separate food service account for their 

SFSP program. 



Allowable Costs Cost of Food 
 

Cost Non-Food Items That 
Are Used in The Preparation 
of the Meal, the delivery of 

the meal, or the Meal 
Service. 

 

Program Labor Such as Cooks or 
Site Supervisors 

 
  

Administrative Labor such 
as Program Managers or 

Monitors 



Documentation of Food and Non-
Food 

Receipts 

Purchasing Invoices 

Bank Records 



Documentation of Food and Non-
Food 

Mileage Logs 

Cancelled Checks 

Monthly Inventory 
Control Sheet (Done 

per Month)  



Documentation of Program 
Labor Time 



Documentation of Administrative 
Staff Time 
 



Summary of 
Administrative 

Expenses  
(Tool for 

Compiling 
Expenses Per 

Month) 



Procurement Procedures in 
SFSP 

  
SFSP Procurement is required by FNS 

regulation  (7 C.F.R. §225.17). As 
with all other Federal funds, the 

primary objective of these procedures 
is to ensure maximum open and free 
competition.   Although the program 
regulations do not specifically limit 
the term of  procurement contracts, 

the State Agency will only allow, 
contract terms of one or two years. 



 
 
 
Obtain the names, addresses, 
and email addresses of at least 
three food supplier companies. 
(Example: Gordon Foods, US 
Food, Sysco ) 
  
Fill out the prototype Invitation 
to Bid (Form A)  letter with the 
necessary information  



Fill out the Bid List and Contract 
(Form B) with the items you 
plan to purchase from the Food 
Supply Company. Make three 
copies. 



Mail or email both documents to each 
of the food suppliers with a date that 
the bid should be returned. Sponsors 
must ensure that all potential food 

suppliers receive that same 
information. 

  
When bids are returned to you, 

compile the bids, and document which 
food supplier was selected. If the 
lowest price is not the reason for 

selecting a prospective bidder, you 
must document why the alternate food 

supplier was chosen. 
 

Keep all documentation of your 
procurement process available for 

review 



QUESTIONS? 

Call Cathy Gallagher  
502-564-5625 Extension 4933 

Cathy.gallagher@education.ky.gov 

Thank you for Your Participation in 
the Summer Food Service Program! 

We all Wish You 
Success! 


